MAY 8 1953
HEMORANDIM FOR: Director of Security
Assistert Dir {Personnel)
Comptroller,

Chief of loglstics
Chief, Medicel Staffl
(hilef, General Services Office

SUBJECT : Office Career Service Boards

1. mwdmwewsmiccmnmcmedmﬂwﬂmmP-
ment of personnel to the fullest extent to meet present and anticipated staff-
ing needs of the Agency. The Progrmm comprises verious elemente to sccomplish
this purpose, One of these elements provides for the esteblishment of Office
Caveer Service Bosrds.

2. To date, the functioning of Office Boards esteblished within the
Deputy Director (Administration) organizetion hes not generslly achieved the

1evel of effectiveness vhich could be reasonsbly expected.

3. It is reguested thet each Office head eppraise the organization,
aims, and operstions of the Career Service Boerd estsblished under his direction.
For sssistance in surveying these sspects of the Office Boerd mechanisr, there
is sttached ac o suggested guide a reviev of the principles vhich this Office
believes should govern the Office Career Service Plan,

k, As sn example of & prograz plsn vhich merits study for use in develop-
fice programs, there is also forwarded e copy of the program cutline
» 2l Office Career Service Boerd.

5, You should feel free to call upon this Office for any assistance

vhich may be desired in order to fulfill your cbligations for stimulaeting
and mmintaining the development of a sound 0ffigce Career Program.

25X1A

2 Attt
Att 1 - Guide Principles
Att 2 - Personnel Office Program Qutline
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o

PRINCIPLES TO GOVIRN THE PUSCTIONING OF OFFICE CAREER SERVICE BOARDS
I¥ THE DEPUTY DIRECTOR (ATMINISTRATION) ORGANIZATION

1. Organizationally the Office Career Service Bosrd must function as en
sdvisery body. Since the Office besd is held responsible for the performance
of the mission sssigned to his office, it would be inconsistent for him to
divest himsel? of reeponsibility for functions which control the cheracter of
that perfurmance. | If Career Service Boards assumed authority to select, assign,
train, reassign, rotate, reprimand, promote, and initiate action to separate
employees, the cdbligations of Office heads to perform as managing directors of
the bumen resources of their offices would de defeated.) Howsver, Office heads
should velcome recommendations from their Career Service Boards on these
matters, The members of the Boards are in & special pesition to contribute
assistence, through pooling their immediate knowledge of the skills and
potantialities of the personnel assigned to the organization.

2. The Office Career Service Board must formulate the objectives of the
perticuler Career Service or Designation for which 1t has been established. If
this is mot done the work of the Board is likely toc be unrelated to any real
reguiremonts vhich exist within the perticular office over which the Board's

i gxtends. The Director's approval of the CIA Career Service Program
contained a general outline of the functions of the
OfTice Cereer cervice Boards., This outline wms intended to provide the base
upon which individual Agency compopvents could build plamning and developmental
progrems respossive to thelr individual nceds and problems. ‘Agreement regard-
ing basic goals which are tailored to individual Career Services or Designations
calls for cereful smalysis of problems end requirements confronting the office.
This is the Pirst task of the Office Career Service Bosrd. For example, thé
Career Designatiom controlled by an individual office Board mey include person-
nel who are mssigned to organizations other than the one within vhich the Board
is established. In such csses the objectives must recognize the obligation
iaposed upon the Board to estimste the over-all gquantitative and qualitative

iresents which will Pave to be supplied by the particular Career
Service concerned. The development of basic goals automatically provides a
frame of veferences vhich gives the O0ffice Bosrd s means for deciding upon the
activities which it sbould undertake,

3. After the aims of the individual Career Service or Designation have
been estsblished, the §ffice Bowrd is ready to proceed with the specific career
planning end development steps which will implement these aims with respect to
individual . Csreful anmlysis of the backgrounds, skills, and
capabilities {actual and potential} of employees will reveal the need for plan-
ning individus) progrsms. No one training procedure will serve to develop all i

paae)

smployees to sssume Jobs at the highest level of their potential cspabilities.

- Baphasis may be placed on special details for training purposes, rotational

vork assigmments, understudy sssignments and intern programs. An exsmple of

s rotation work assigrment is the assigmment of persons with high potential to
"assistant-to" positions in the departmental offices in preperation for ultimate
placement in responsible overseas positions for which the particular Cereer
Designetion must provide appropriste replacements. In addition, the Board mey
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recomnend ' and conferences conducted
undiversity training, sttendance st seminars and sted
by grofessional associations, formsl Agency training courses, Or plamed on a:ge
b training sctivities. In some cases individual counseling to enccuz:@e "
direst sel? training and improvement may be suggested as the sppropriate cour
of sction.

; that the
' mmieeemersaﬂwm&wtbetmﬂMme _ )
effectiveness of its work &epends upon the use of spemlimd tools aﬁam -
aigues, mmmwam,mmsmmmme recards infor

mation. This inclules basic orgsnizstion and position cherts, job descriptions, -

wrrently comprehensive qualification gstandards for all positions in -
:&: fareer Designation, and sound pergomne). evalustions, The latter is in many
Wsmwmmemggmmwm. This device can uncover
individuel weaknesses for vhich remedles can be suggested, can help prepsre
mal' wmsl Por advancement, snd can afd in appraising the effectiveness of specific
magvﬁmm’mmm @owld be concerned with the means
taken toward implementing the sreas of strength and correcting those of veakness.
Cualificstion stendards ap to positions sre necessery to determine the
, traint ns snd elducational background and the speeific jJob knowledge required for
7 individual positions ss en eid in the training of replacements and, 1:1501:9
cases, in cherting the steps for improvement in the performance of presen

/ ineusbents.
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